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Compliance with Family Educational Rights and Privacy Act of 1974
The Family Educational Rights and Privacy Act grants all students significant
rights of access to their educational records. This Act also protects the
privacy of these records and requires the College to inform all students of
the rights and safeguards given in the Act. Students who wish access to any
wr itten records directly concerning them shall submit their request to the
Office of the Registrar, who is authorized to review each request and to
approve requests that are proper. Faculty members do not have the right to
release grades to anyone other than appropriate College personnel (e.g., an
advisor, Dean, etc.); they may not give grades to parents or guardians if
the student is a legal adult. The Act does not give any student the right
to contest a grade given in a course, but the Act does give the student the
right to seek to correct an improperly recorded grade.
E.

Services Available to the Faculty

1.

Library

Materials Selection Policy
The Library seeks to provide materials to the faculty and students of Saint
Mary's College which will enhance the instructional function of the College
in the area of its curriculum, as well as meet the needs of its patrons for
inspirational and recreational pursuits. To this end, the Library actively
seeks the help and consultation of the teaching faculty and the student body,
conscious of the ultimate responsibility of the professional staff for the
scope and content of the College collection.
Selection Principles
Materials being considered for selection and inclusion in the general
collection must meet a number of criteria which form the basis of the professional staff's inclusion or rejection of acquisition requests. Requesters
are urged to contact the staff for a list of these criteria prior to making
their requests.
Selection Procedure
Recommendations are ordinarily to be made on request cards which are obtainable
at the Circulation Desk. Faculty members are asked to be aware that ample
consideration of the library collection is advisable when new coursework is
being planned. If the title suggested is to be put on reserve for immediate
class use, the word "RESERVE" should be written at the bottom of the card.
Other titles should be approved by the department chairperson.
In general, titles should follow the above-mentioned selection principles.
Highly technical or esoteric titles should be obtained through interlibrary
loan. The responsibility for final approval of requests rests with the
Librarian. The Library does not purchase currently used textbooks. Microfilm
and phonorecords may be requested in addition to books, subject to the
previously mentioned selection principles.

66

Periodical Selection Policy
The Library acquires and processes as many periodicals as would ordinarily be
used by the students and faculty of the College. Nevertheless, the continuing
expense of maintaining periodicals dictates that their acquisition be carefully
considered by the entire department involved. Consideration should be given
to the potential maximum use of any title through its inclusion in one of the
indexing services' publications.
Circulation Policy
Books may be borrowed by a faculty member for a semester, subject to recall by
others. Faculty members will be assessed personally for lost books charged
against their cards. If the book is lost in circumstances involving departmental
use of, or responsibility for the book, the departmental library budgets will be
assessed for the loss. Interlibrary loans are available under terms set down
by the lending library and by the Code. The proximity of Saint Mary's to the
University of California at Berkeley precludes the Library's borrowing from
that institution. However, a Faculty Status Identification Card can be
obtained from the Office of the Academic Vice President which entitles the
faculty member to borrower and stack privileges there.
Reserve Books
Reserve lists should be forwarded to the Library at least two working days
before assigning readings from them to a class. The lists are processed in
the order in which they are received. If the teacher assigns the readings
before informing the Library of the titles wanted, no purchase will be made
for replacement copies. Only titles recorded on reserve blanks will be placed
in this category for the time assigned; information from students will not be
accepted. The Library will be financially responsible for a faculty member's
personal copy placed on reserve.
Audio-Visual Facilities
The audio-visual services offered to the College are divided into two departments:
1)
2)

Academic Audio-Visual Services
Religious/Athletic/Social Audio-Visual Services

Both services operate out of the Library and have available for the general use
of the faculty the following equipment: Reel-to-reel tape recorders; cassette
tape recorders; public address systems; slide projectors; opaque projectors;
movie projectors; overhead projectors; video cassette recorders; and video
monitors.
Such equipment may be borrowed from the Audio-Visual Department or used on the
library premises. Scheduling for the use of such equipment will be handled
through the Library. Use of equipment must be scheduled at least two days
prior to the needed date to insure availability of equipment.

67

Scheduling the use of equipment does not include the services of a projectionist
or the use of the room or site outside the Library. Instructions on proper use
of the equipment may be scheduled through the Audio-Visual Department.
The Library's Audio-Visual Room may be scheduled for the showing of movies or
video programs, and a technician will be available if ordered in advance.
The Library also houses a Music Listening Room/Language Lab containing
facilities used for the playback of .all audio formats. Forty-eight stereo
headphone listening posts are available for class or individual use. Hours
for this room are posted in the Library.
The Audio-Visual Department will also handle all film ordering for classroom
viewing . All academic films to be ordered will be handled by the Director
of Academic Audio-Visual Services. This service does not include entertainment
film ordering.
A complete listing of all services offered by the Audio-Visual Department as
well as schedules and appropriate order forms are available at the Library
receptionist desk .
2.

Bookstore

Location: Ferroggiaro Center. Hours: Monday through Thursday, 8:30-7:00 P.M.;
Friday, 8:30-4:00 PM., during the academic year.
The Bookstore, which is operated by the United Art Co., offers faculty members
a 10 % discount on all cash purchases except textbooks, and a 20% discount on
all office supplies. Charges to BankAmericard and Master Charge are also
available for faculty members.
Faculty may purchase desk copies from the Bookstore with the understanding that
such purchases may be returned for the purchase price when desk copy is received
from the publisher. Faculty are urged to write to the publisher for personal
desk copies to be retained .
3.

Office Supplies.

Ditto Machine

Most office supply items are available from the Bookstore or may be ordered at
the faculty person's request. Any major supply items must be ordered on a
Purchase Order (available in the Office of the Undergraduate Dean) signed by
the department chairperson. College letterhead stationery and ditto masters
are available from the Faculty Secretary, third floor, Dante Hall. A ditto
machine for faculty use is located on the third floor of Dante Hall, room 347.
Service for this machine, as well as paper and duplicating fluid, should be
requested from the Faculty Secretary. Use of this machine is restricted to
instructors and staff only, as is access to the ditto room. Use by students
is permitted only by arrangement with an instructor or staff member and for the
purpose of dittoing materials related to the instructor's curricular needs or
staff member's requirements.
4.

Duplicating Service

Duplicating service is located adjacent to the Public Information Office and
is open between the hours of 8:30-12:00 A.M., and 1:00-4:30 P.M., Monday
through Friday. For duplicating five or less copies from each original page,
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two copy machines are available. When more than five copies are needed, a less
expensive method, offset printing, should be used. Normally there is a 24-hour
wait for this service. Copyright laws must be respected, and in no case shall
a faculty or staff member be allowed to reproduce chapters for an entire class
or entire manuscripts of long works. Decisions about proper use of the equipment
are made by the Duplicating Service operator.
5.

Secretarial Service

The Faculty Secretary, located on the third floor of Dante Hall, provides
typing assistance to the Chairpersons of the Schools of Liberal Arts and Economics
and Business Administration, and to their departmental faculty as this regards
the ordinary business of the College. Assistance is not provided for personal or
private materials of chairpersons or faculty, or for materials of groups which are
not clearly departmental. Chairpersons have priority in the use of Faculty
Secretary services for such appropriate matters as preparation and distribution of
announcements, publications, letters, memoranda, etc. Secretarial assistance is
available to faculty for such items as final e xaminations, course syllabi and
information, faculty development and sabbatical proposals, manuscripts of papers
accepted for oral or written presentation, and letters of recommendation. Final
examinations must be submitted at least four working days prior to the scheduled
time of the exam. Materials (other than final exams) submitted for typing must
allow a minimum of two working days for complet ion.
6.

Readers

Departmental budgets may include funds for readers. Details concerning the
method of payment of readers or any other student employee may be obtained from
the Personnel Office, extensions 211/212.
7.

Telephone Calls

College telephones are for College business only. Students should not be
allowed to use College telephones unless on official College business. Questions
about telephone service should be directed to the office of Telephone Communications, extension 284.
8.

Room Reservations

The reservations of campus facilities (with the exception of classrooms) is
done with the Director of Ferroggiaro Center, extension 238. Classrooms must be
reserved through the Registrar's Office, and changes in rooms for any regular
class meeting are also handled by that office. Changes in times for regular class
meetings must be made through the Office of the Undergraduate Dean.
9.

Concerts

Faculty members are admitted to the CLAM series free of charge. Other cultural
programs sponsored by the College are usually free to faculty members unless
otherwise stated.
10.

Health Service

The health service department is located on the ground floor of Augustine Hall.
It is open Monday through Friday from 7:00 AM to ll:OOPM during the school year
and 8:00 AM to 4:00 PM during the summer months. Health care is available to
facu~ty members and staff only in the event of an emergency.
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11.

Athletic Department

Facilities: faculty members may use the facilities. The gymnasium is open
during the school year, 9:00 AM - 5:00 PM, and 7:00 - 10:00 PM, Monday through
Friday. On Saturday the gymnasium hours are 7:00 - 9:00 PM. The gymnasium is
closed in the afternoons on days of all home football games. The swimming pool
is open 12:00 AM - 5:00 PM every weekday if no home game is scheduled in the
gymnasium, and 1:00 - 4:30 PM on Saturday and Sunday. Summer pool hours are
12:00 AM - 4:30 PM weekdays and 1:00 - 4:30 PM on weekends. The tennis courts
are open daily unless being used for varsity tennis or for physical education
classes. A limited number of lockers are available in McKeon Pavilion. They
may be obtained by applying to the Athletic Office.
Tickets: faculty members are admitted without charge to home football and
basketball games. Faculty members are allowed one ticket to each event, and
they must pick up their own ticket. Regular ticket prices apply for extra
tickets. Faculty members must advise the Ticket Office by 12 noon of Friday
for a Saturday afternoon football game and pick up basketball tickets 24 hours
prior to game time.
•
12.

Maintenance

If maintenance work is needed (plumbing, carpentry, electrical) or janitorial,
this should be brought to the attention of the Undergraduate Dean's office.
Phone requests for maintenance are not accepted by the maintenance office.
Work orders may be obtained in the Office of the Undergraduate Dean or from
the Science department secretary, and are to be returned to that office to
be forwarded to the maintenance office. Ordinary classroom supplies (chalk,
erasers, etc.) are replenished by the janitorial service. If such supplies
are lacking, instructors are advised to bring this to the attention of the
Office of the Undergraduate Dean.
13. Dining Facilities
While there is no faculty dining room as such, the Mission Road Inn in Ferroggiaro
Center may be reserved by groups of faculty and free coffee is available there
for faculty members. Faculty may purchase lunches in either Oliver Hall or
The Brickpile, or bring their own lunches. The cardroom and balcony over the
Center Lounge, The Brickpile and Mission Road Inn are among possible luncheon
areas.
14. Use of Information Office (Switchboard) Boxes
All undergraduate faculty members, some graduate, and all administrative offices
of the College have individual boxes at the switchboard. The purpose of these
boxes is to facilitate intra-collegiate communications. Occasionally, students
may leave messages for instructors at their switchboard boxes. All faculty
should check their boxes for messages and other materials on a regular basis.
Students should be strongly discouraged from submitting course work (papers, exams,
etc.) to instructors via switchboard boxes. Since the switchboard area is public
and the boxes accessible to all, the minimal security there is inappropriate
for materials essential to the student's academic evaluation, as has been proven
by unfortunate past incidents. The operators on duty cannot be held responsible
for any materials left in the boxes.

